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Purpose

* The following presentation will guide AmeriCorps
program users through the AmeriCorps member
enrollment process in the MyAmeriCorps Portal.

* This presentation represents grantee
requirements for enrolling members in the Portal
as of July 2, 2018.
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* This presentation focuses on the
functionality of the MyAmeriCorps
member management system.

* Programs must conduct screening of
prospective members as part of the
recruitment and selection process.

* The screening must include:
— Citizenship eligibility

— A national sex offender public website check
prior to selecting the applicant

— State/FBI checks
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Presentation Content

Member Enrollment Basic Rules
Member Enrollment Workflow—Main Steps
Member Enrollment Process:

— How to create a member invitation

— How to complete SSN, Citizenship, and Criminal History Check Verification
Information of the member enrollment form

— How to complete Placement Information of the member enroliment form
Member Enrollment Workflow—Timing and Examples
What will applicants see?

Resources
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Member Enrollment Basic R u|93\ S

 Verify SSN validity and citizenship eligibility
automatically or by hand in Portal when member
accepts invitation

« Before AmeriCorps member’s first day of service:
— Complete NSOPW
— Initiate State/FBI background checks
— Verify these steps are completed in Portal

« Certify member enrollment no later than 5™
calendar day from member’s start

)
NATIONAL &

COMMUNITY
AmeriCorps | Senior Corps | Volunteer Generation Fund SERVICE * &%=




Member Enrollment Basic Rules

What’s changed in 2018?

* Verify SSN validity and citizenship eligibility
automatically or by hand in Portal when
member accepts invitation

« Before AmeriCorps member’s first day of service:
— Complete NSOPW
— Initiate State/FBI background checks
— Verify these steps are completed in Portal

e Certify member enrollment no later than 5t
calendar day from member’s start
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Member Enroliment Workflow—Main Steps 123

1. Service
opportunity

2. Invitation and
Acceptance

3. SSN/Citizenship
Verification

4. CHC Verification

5. Start Date and
Service Location

[\

\
| ———

.

N
e All opportunities are required in the Portal
J
N\
* Once applications are reviewed, programs create and send an invitation to prospective members
e Invited members accept the invitation and complete member portion of the enroliment form
J
e Invited member records go to the Social Security Administration to verify SSNs and citizenship A
* Programs collect verification from invited members if verification is not received from SSA and submit it
to the CNCS Hotline )
N\
* Programs complete SSN, citizenship, and criminal history check verification section of the enroliment
form
J
N
® Programs complete Placement Information of the enroliment form to activate a member
e Members are enrolled
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1. Service Opportunity Listin g/sx\ LA <

« As of July 2, 2018, all grantees are required to
post all service opportunities in the
MyAmeriCorps Portal.

* Find Iinstructions for completing listings on the
AmeriCorps Knowledge Network:

—www.nationalservice.gov/resources/americorps/member
-assignment-listings
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http://www.nationalservice.gov/resources/americorps/member-assignment-listings
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2. Invitation and Member Acc?ptgnc;

* Programs send invitations to serve in AmeriCorps
to prospective members.

 Members accept their service assignment by
clicking on a link in the invitation email that will
complete the registration.
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Invite Members

Welcome Alyson

Trainee Profile Invite Member

Search Potential Applicants  After completing the following fields with member and program information, the member will receive an
Search Subritked email with information for Portal registration and the ability to complete the member portion of the

Applications enrollment form, Click "add another" to send another invitation after this one; otherwise, click "save
Manage Mermbers

invitation" to just send this one invitation. Click here for help, Enter applicant’s data and select the

program, grant year, and service location
* First Mame: from the drop-down lists.

B Invite Mermbers

Manage Events

Manage Programs

Middle Marne:
Manage Service Locations

* Last Mame:

Manage Users

. * Social Security Nurnber: Click on add
Recruitrment Warkbazkat another to
* T 1 T '
san Workbaskat verify Social Security Nurmber: send the
S&M Reports * Date of Birth: rrnSdd ey current
VISTA Workbazk et * E-Mail Address: invitation and

YISTA Reports # Program Tear! |2I:II:I‘3 "I / enter another.
* Program Title: |Cit\,r Tear Mew vork AmeriCorps*Mational - New vork, N‘/
Service Location: ISeIect | Click on save

to send one
invitation and
return to your
home page.

cancel | add anather | savel

Batch Uploads

If yvou waould like to submit a batch of member information ta receive invitations, vou may upload a =ML file
via the Batch Invitation Form,
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3. SSN and Citizenship Verification, « .

\\

» The Portal will submit the record to the Social Security Administration (SSA) as soon
as the member completes and saves her section of the enroliment form.

« By the morning of the next business day, the record will indicate “Verified” or, if not
verified, “Returned” in the Portal:

— If verified by SSA, then the enrollment process will proceed to the next step.

— If not verified by SSA, then the program will collect additional documentation and
submit it to the CNCS hotline.

 If additional documentation is sufficient to verify eligibility, then CNCS staff
will manually update the Portal record and the enrollment process will
continue.

 If the additional documentation is not sufficient, the program will be notified,
and the member cannot be enrolled.
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What Programs See:

,.

Pending Enrollment Workbasket

5/22/2018 11:35 AM, EDT

ATIONAL&Y
COMMUNITY
SE EETT

Welcome Alexandrea

Trainee Profile Pending
Search Potential Applicants
Search Submitted Applications Click here for help

Manage Members Results 1 Through 1

Invit

o, Zta

- Stetu MName * Program b

Janag
nage Program: City Year

Jim Stone Baton

nage Service Location Rouge
age Use

Recruitment Workbasket

B san worl

S&N Reports

kbasket

AmeriCorps

Pending

Senior Corps

-::--::m

Programs will see a list of individuals who
have accepted their invitations to serve.

Status Change Pending Exits
Reguests

Pending
Enrollments

Your search returned 1 results.

Program - Date Request M_E,“be’
Year ' Rzl Submitted Type b Bl
- - - ! Status
2017 05/22/2018 invitation Delete?
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What Programs See—New Sectl_,rf |
SSN and Citizenship Verlflcatlon )

This is a new section of the enrollment form;

programs will see the SSN and citizenship

verification status. In this example, both are

.. ...] pending. This means the member’s information
] is being verified by SSA.

SSN, Citironship, and Crisnimad ivtory Verification

Mlacoment [nformation

[l &

f OS5/
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What Programs See—New Sectl_,rf /'"
Participant Information

The text for this section of the
enrollment form is new; programs
will enter placement information
prior to enrolling the member.

SSN, Citironship, and Crisnimad ivtory Verification

Mlacoment [nformation

[l &
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4. CHC Verification

* Programs will complete SSN, criminal history,
and citizenship verification of the enroliment
form:

— Certify NSOPW is complete

— Certify State/FBI checks are initiated, per CNCS
regulations

— Press Save button in the Portal
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What Programs See:

CHC Verification

Programs will certify the NSOPW is complete
and that State/FBI checks are initiated, per
CNCS requirements.

SSN, Citironship, and Crissimad Hivtory Verification

Proce Wayne - 05/ 20/2018

Beuce Waywe - 05/ 20/2010

Flacoment [nformation

Be sure to select Save after entering the
requested information.

<

SEILS, outify s form a5 of 0572572018
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5. Start Date and Service Location ) ¢ ) ¢

\\l\

* Programs complete the Placement Information
section of the enroliment form:

— Enter member start date

— Enter service location

— Enter slot type, if necessary
— Select Enroll Member
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What Programs See:

Start Date and Service Locatlon

« At the bottom of the enrollment form: [?osamscomeietetne

the enrollment form by entering
the member start date, service

Placement Information
location, and slot type.

* Start Date: E]
* Program Year: |201? - B
* Program Title: |City Year Baton Rouge AmeriCorps*State - Baton Rouge, LA
Service Location: |CAPITOL MIDDLE SCHOOL

* Slot Type:

= 0| 1, acavpa, certify thi  Click enroll member when all steps are
completed and verified.

I understand that a knowing and willful false statement on this form can be punished e
following: a fine or imprisonment or both under Section 1001 of Title 18, U.S.C., exclusion from participation in
federal programs, and forfeiture of benefits I may receive as a result of my enrollment or other actions authorj

by the Civil Fraud Remedies Act, 31 U.5.C. 3801-3812.
cancel save information enroll member

OMB Number 3045-0054

Corporation for
NATIONAL &Y

COMMUNITY
AmeriCorps | Senior Corps | Volunteer Generation Fund SERVICE * &%=




A\ i

2N

Member Enrollment Workfl ow—Malr\\SIep\s \Z,\

1. Service
opportunity

2. Invitation and
Acceptance

3. SSN/Citizenship
Verification

4. CHC Verification

5. Start Date and
Service Location

N
Al funiti i-ed in the Portal Programs will enter opportunities
[ J
opportunities are required in the Porta after receiving the NGA.
J
N\
e Once applications are reviewed, programs creat Timing will vary based on program
e Invited members accept the invitation and comp design and recruitment timeline.
J
: . : _ N
¢ Invited member reco.r.ds go to the .Soc.lal Security /dministr Timing for this step:
* Programs collect verification from invited mem 0 bef ber start dat
to the CNCS Hotline n or before member start date )
N\
* Programs complete SSN, citizenship, and crimin< Timing for this step:
enroliment form On or before member start date
J
N
e Programs complete Placement Information of t( Timing for this step:
e Members are enrolled NLT 5 calendar days from member start
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Member Enrollment Workflow Example 1 ¢

« This is a training example to illustrate key Portal enrollment steps and
timing; specific dates below were set by the program and do not
reflect CNCS requirements.

* In this example, all members start on the same day; that day is also
the program start date in the Portal (August 1):

— Program will recruit and screen applicants until May 31

— Program will send all invitations to prospective members by June 5

— Members will accept and citizenship will be verified by SSA by June 30
— Program will complete NSOPW and initiate State/FBI checks by July 1
— Program will verify CHC checks in the Portal by July 5

— Members will begin service, and the program will certify enrollment in the Portal
on August 1
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Member Enrollment Workflow Example 2 ¢

This is a training example to illustrate key Portal enroliment steps and timing;

specific dates below do not reflect CNCS requirements.

In this example, members begin service at different times of the program

year, and the program start date is September 1. This is the timing for the
first cohort of members to enroll:

Program will recruit and screen continuously; selection for the first cohort will conclude on
August 15

Program will send invitations to prospective members on August 16

Members will accept and citizenship will automatically be verified by SSA

Program will complete NSOPW and initiate State/FBI checks before the member start date
Program will verify eligibility and checks in Portal before member’s start date

Members will begin service on September 1, and the program will certify enrollment in the Portal
within 5 calendar days (e.g., if a member starts on Monday, then the program must enroll her by
COB on Friday)
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What will applicants see?

 Text of invitation to serve message:

Tue 5/22/2018 11:19 AM
mya mericorps@a mericorps.gov
My AmeriCorps Enrollment

To M Stone, James R,

Dear Jim Stone:
Thank you for applying to serve on AmeriCorps City Year Baton Rouge program. Use the following link to complete your registration and enroliment:

http://uatmy.americorps.gov/mp/member/validate Invitation.do?id=743033&pin=cjuuxhha3l
Please do not reply to this message. If you have any queStsg or need further assistance, please submit a help request via https://edscnes—

tst.custhelp.com/app/ask mac or contact the help desk at 1-800-

This is a unique link for each
applicant.
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What will applicants see?

» Applicant screen from invitation email:

E€N) My AmeriCorps
S Your Place to Manage Your AmeriCorps Experience

Invitation Verification

Invitation Verification

* Last Name: | |

omworsi [

*E-mail: |

Please complete all raquired fields. An asterisk (*) denotes a required field.
By clicking on "login” you are agreeing to the terms and conditions outlined below:

submit
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What will applicants see? )«
at will applicants sees ) { [\

\\ \»—\] &T FONT SIZE: Default | Lar
COMMUNITY @ My AmenCnrps -

Member
Enrollment
Form
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What wil I. applicants see? PNE
Member
Enroliment
_5 : Form
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Resources

CNCS contact during 2018 enrollment process transition period:

— Jim Stone, Senior Program & Project Specialist, AmeriCorps State and
National, jstone@cns.gov

CNCS hotline:
— 1-800-942-2677
— https://qguestions.nationalservice.qov

Instructions for creating member service opportunities:

— www.nationalservice.qov/resources/americorps/member-assignment-
listings
2018 member enrollment process memo and PPT:

— www.nationalservice.qov/build-your-capacity/grants/managing-americorps-
grantsMan grants page
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mailto:jstone@cns.gov
https://questions.nationalservice.gov/
http://www.nationalservice.gov/resources/americorps/member-assignment-listings
https://www.nationalservice.gov/build-your-capacity/grants/managing-americorps-grants

Thank you!
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